APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
RECDRDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to

Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduhng Section,

FOR AGENCY USE - | 1. Agency Address o FOR RECORDS MANAGEMENT USE |
Application Date - | Department of ‘Education Application Number )
Office of Vocational Education - Sl-113- g
e — —— Division of Vocational State Planning , —
Application Number and Operations ) ije Received Date Completed .
I Atlanta, Georgia 30334 = APR 3 1981 |H§PRW; 61981
2, Person to Contac't Working Title Telephone Number

Daniel N. Fleming State Planning ‘;é_z_nii_QQ_R__MQ&__Qogrdina_tpr . 656-3435
3. Action Requested

a. [ Establish Retention Schedule; record will continue te accumulate.
b. {1 Dispose of present accumulation; no further accumulation anticipated,

| __c. [ Amend Application No, .. 81-113 __ Check One: [J Change; K ] Supercede: [0 Void

4. Dates of Series 5. Records Series Title (followed by title used in off.'ce if different) S
Earliest . Latest Vocational Education

1979 | To Date A OCR (Office of Civil Rights) Evaluation Files
6. Division and Office Functlon What is the function of the Division and the Office in which this record series is created?

The State Planning Unit of the Division of Vocational State Planning and Operations is
responsible for coordinating the planning, developing and maintaining a Five-Year State
Plan for statewide operation of vocational education that establishes needs, goals, policies,
regulations and guidelines. This Unit is also responsible for coordinating the development
and implementation of the Department's Method of Administration (MOA) of the Office of
Civil Rights (OCR) guidelines for Vocational Education.

7. Record Series Description This file contains the followmg documents (.-nclude form numbers and titles, if any}:
Attach samples of the file. ‘
Documents relating to:  Evaluating schools for compliance with Office of Civil Rights guidelines
' relating to discrimination on the basis of sex or race, as a basis for
determining the sekction of schools for On-Site reviews.
Included are:  Student enrollment data, labor force and population data, work schedulés, on-sit
‘ team roster and data, guldelmes l‘lsed in implementing state vocational education

OCR, and related information used Complying with OCR guidelines for Vocational
Education.

Fileisarranged: chronologically by fiscal yéar; thereundér by school system evaluated.

8. Monthly Reference Rate How often are records referred to which are: ) ' 7

One to six monthsold __~ 20 ; Seven to twelve r}ion_ths old__10___; Thirteen to twenty-four monthsold __ 0 ;

- W . ) .
| twenty-five monthsandolder =0 __? -
9. Annual Rate of Accumulation of Records

Letté_ij-s_ize drawers . 1. ;Legal-sizedrawers - _;Shelves________; Other (specify)

W

AR—50—-71; Rev. 76 : . . {Over)




YES | NO 10 O.uestnonnalre (Plaoe an X" in the proper column)

. Is this the official copy of the series?
X L __ifnot where s it? _ o

b. Does the series contain confldentsal mformation requmng seeurltv handlmg? 1f yes "lte law or regulatnon

X
| | X | c. lsthis avital record? - a K
1 X d Does this series have historical or long term research value? Annual Report probably would.
e. When one or two documents in the file make it necessarv to keep the entire file for a long period, could these
NA documents be scheduled separately? _
{ x| _ | 1 Is the mforrna_tlon contained in this series ever publlshed? If ves, attach copy. Annual Report _none published
Is the” mformatuon contained in this series ever analyzed and/or recorded in a summarized report?
X1 _Jf yes, attach copy. _ Annual. Repgrj‘_i' federal government.
o h. Is there a duphcatlon of this series in your office, or in another office or agency?
X If yes, where? e
1 X | i lsthis series for 8 major portion of it) regularly mw_._ —
| L X___L_Dogs the record serjes result in a computer printout?
11. Retention Reguirements The following requires the series to be kept:
a. State Law , years. d. Audit period years.
b. Statute of limitation : : years. e. Administrative need Y A __years.
c. Federal law - .. ._years. f. Federal retention instructions ___ S _ ___ vyears.

Attach copy or excert of laws or regulations. Explain administrative need.,
Needed to substanhiate data in annual report to federal government and to
coordinate and administer the state voc.  ed. OCR compliance program. '

12 A?ﬁ}oved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

D Calendar Year; O Fiscal Year; [ Other — -See Below * . __then,
81 Hold in the current files area S month(s) — .. _vear(s); then
O Transfer to local holding area;hold ______ _year(s); then
O Transfer to State Records Center;hold ___________year(s); then

O Destroy.
O] Transfer to State Archives for permanent retention. .
K Other (Specify) '

*Cut off files at end of each fiscal year; then hold in current files area two (2) years or
one (1) year after receipt of approval of annual report from Federal government, whichever
is sooner; then transfer to State Records Center; hold five (5) years; then destroy.

Upon publication of annual report send record copy to t}je State Archives for permanent
retention. : :

These instructions apply to all prior and future accumulations of the series.

yet

Ijate ‘| Records Management Officer (Signature) Date
- %’7‘ wa"uw ‘;e BMMM 3-30-%|
L, State Reoords Committee (Signature) Date )

graph 12 are approf€d. State Auditor/Designee - o Y’ / .?" f /

(If disapproved, attach letter
of explanation,) Secreta%ate/Designee .

Attorney Generai/Designee

AR-50-71; Rev, 76




APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE.OF THE SECRETARY OF STATE

g ) RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstory, Reoords Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address . ! FOR RECORDS MANAGEMENT USE

Application Date ‘ Department of Education ' Application Number
Office of Vocational Education 8 l - ‘\3
Division of Vocational State Planning S

Application Number

 Date R
and Operations-Statistical Research ate ecewed1 98 ' Date Completed
- | 336 State Office Building FEB 1 2 ]FEE_}_B 1981
2. Person to Contact Atlanta, Georgia Working Title " Telephone Number |
| Barbara F. Landay Senior Research Specialist =~ 656-3435
3. Action Requested
a. ¥ Establish Retention Schedule; record will continue to accumulate.
b. 0O Dispose of present accumulation; no further accum_ulat_ion anticipated.
c. [0 Amend Application No. Check One: [0 Change; [ Supercede; T Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest . Latest : ‘
1980 | To Date | OCR (Office of Civil Rights) "Desk-Top" Audit Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Vocational Statistical Research and Reports Unit is responsible for compiling
statistics and providing data on vocational student enrollment in secondary and
postsecondary schools; staff development needs; manpower needs of business and

industry and employment opprotunities generated by them; specific vocational education
programs required to meet identified needs; and other information for long and

short-range planning for vocational education programs. The unit disseminates infommation
to school systems, the public, and other Divisions within the Department and Office

of Vocational Education, and assists with other Division activities as required.

7. Record Series Descﬂptlon This file contains the follownng documents (mclude form numbers and titles, if any):
) Attach samples of the file,

Documents relating to!  Eyalyating schools for compliance with Office of Civil Rights guidelines
relating to discrimination on the basis of sex or race, as a basis for
determining the selection of schools for On-Site Reviews.

Included are: Student enrollment data, labor force and population data, and related staff

information used in ranking schools according to degrees of non-compliance.

Fileisarranged: cpronologically by fiscal year; thereunder by school system evaluated.

8. Monthly Reference Rate How often are records referred to which are:
One to six months old ___Z_O_ Seven to twelve months old & _’_‘2_, Thirteen to twenty-four months old ____0__:
twenty-five months and older B ‘

9. Annual Rate of Accumulation of Records

Letter-size drawers _ 1/2 1Legalsizedrawers ___ _; Shelves I Other (specffy} I

AR_50—71; Rev.76 ' ‘ . " {Over)




YES | NO | _1_0_. Questionnaire_ {Place an "“X" in the proper column)

Is this the official copy of the series?
X1 ;I‘not where isit?

—_— : ‘
b. Does the series contain confidential mformation requurmg secuntv handllng? If ves cite law or regulation.

c. Is this a vital record? .

< !>< <

d. Does this series have historical or Ion“rm research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long perlod could these
N/A ___documents be scheduled separately?

|1 _X{ f. |sthe information contained in this series everpubllshed? If yes, attach copy. , S ]
g. Is the information contained in th;s series ever analyzed and/or recorded in a summarized report?
X 1 [f_yesLa_tI_agl] copy., Annual report to Federal Government.
h. Is there a duphcatson of this series in your office, or in arother offnce or agency?
X If yes, where? e Ly . .
| 1 X ﬁ.L_ls._'Ll'\ﬁli series (or @ malormmqn_of it) regujﬂv_umﬁlmed?
X1 _j. Does the record series result in a computer ptintout? —
11. Retention Requirements The following requires the series to be kept:
a. State Law . .. Years, d. Audit period ' years.
b. Statute of limitation years. e. Administrative need .5 ___ __vyears.
c. Federal law —_— e ___Years, f. Federal retention instructions : years.

Attach copy or excert of laws or requlations. Explain administrative need.

Nee&’ed to substantiate data in annual report to federal government.

) . ) . LI

12. Apprbved Disposition lnstructions This agency recoﬁnmends that the file series be cut off at the end of each:

El Calendar Year; OJ Fiscal Year Other _Seé Below* . __ .. then,
O Hold in the current files area . ;month(s) — . vyear(s); then
DO Transfer to local holding area; hold ___ .. ____ y#ar(s); then '
O Transfer to State Records Center;hold ______year(s); then

O Destroy.
[0 Transfer to State Archives for permanent retention. .
® Other (Specify} ‘

* Cut off files at end of each fiscal year: then hold in current files aregone (1)

year or until receipt of approval of annual report from Federal government; whichever
is sooner; then’ transfer to State Records Center, hold fnre (5) years, then destroy.

These instructions apply to all prior and future accumulations of the series.

| Agency Head/ Date | Records Management Of'hoer (Srgnature) o Date
State Records Ct)‘mmlttee (SignQ‘ure} " Date

Recommendations in / <
graph 12 are approved. State Auditor/Designee J/‘ﬁ’ﬁ___ﬁ( A p\’ / " 'l

(If disapproved, attach letter [ =~ % N
of explanation.) Secretary of State/Designee M 5 "/ 57 - 3’ /[

Attorney General/Designee //W /W 2- / { . Q }
14
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